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{ . Fo“ }‘GENCV USE ,,;ﬂ_fl . Agencv Address A TA T .,ﬁ:ﬁFoa F.I-E?@WWNAGEMENT USE

;A""“ca‘“’“ Date .| Georgia Ports Authority Application Number o
_]_{2_3/85 o Administration Division | 78"2"{8'74

" Application Numbsr - | Personnel Deparfment - Ttk - -f Date Recaived Date Completed

Post Office Box 2406
b __12_2w 1L _Savannah, Georgia 31402 __ _ _:____#_:_kﬂif‘r_!_‘?’_o 1985 | Tn 30_1987
V2. Person to Contact ‘ , Worklng Tltle Teiephone NumberA
Personnel Manager (912) 964 3966
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APPLICATION FOR RECORDS RETENTION SCHEDULE O AT O A O AT v

) RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Pubhcatlon No. 76—-RM-1 for instructions on completmg this form. Forward ssgned ongmal to

? Oepartment of Archives and History, Records ,Management Division, 330 Capitol Averfue Atlanta, Georgia, 30334,
Attentmn Scheduling Section.

1
H t
P ren e e iy TS

v w=-Ray Smiley .. . __

3. Action Requested h ‘ -
2. 7 Estabhsn Retention Schedule?record will continue to accumulate.
b. O Dispose of present accumulation: no further accumulation anticipated.
_ ¢, ..X Amend Application No. 78 248. Check One: B Change; (J Supercede; O Void _

4, Datas of Serias 5. Records Series Tltle (followsd by title used in offtce, if different)
Eariiest Latest

1978 [To Date ‘ Termlna?ed Employee Personnel File (Eligible for Rehire)

FF lesson and Office Function N What i ls the functlon of the Dwmon and the Oﬁace in w-hnch'thts recqrd series is created7

The Personnel Office is involved in tnfernal and external adverfrstnq, recrua?menf

interviewing and testing. Conducts salarled applicant Interviews. Directs wade and'
benefit surveys. Directs benefit administration. Performs range and scale adjustments.
Recommends benefit changes. Directs internal relations programs such as field and exit
interviews, service pins, performance awards, employee committee, newspaper, newsletters
suggestion program, employee gilfts, sports, parties and promotional clothing. Conducts
grievance hearings, employee and supervisor counselling and employee assistance program.
Advises management regarding employee morale. Directs preparation of required federal

on changes to personnel policy and procedures. Prepares annual budget for department an
monitors expenses. Reports 1o Director of Administration.

class, promotions and pay increases, withholding information,
testing information, Personnel Action Forms, Employee Performance
Evaluation sheets, letters of reference, insurance information.
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, state
and internal reports and studies. Conducts affirmative action program. Advises management

7. Record Series Descﬂptlon Thls file contams the f_dl-lo;v;tg docu‘rr;erA\;c); (,};E?Ede fo;m ;u;nl;s;wd tf}IES if ar_r;}— 2 "
Attach samples of the file.
Documents relating to: An individual's employment with Georgia Ports Authority.
included are: Application for emp loyment, Summaty card identifying initial Jjob

File is arranged: By section. Applications on top, personnel action forms chronolog
letters of reference and insurance information in back of file.
‘8. Monthly Reference Rate ~ How often are records referred to which are: o i T ]
One to six months old ,1 e .} Seven to twelve months old .___0 ——; Thirteen to twenty-four months old _._.mo ——en
twmﬂvrvemonﬂwaﬂdomm’ —~ ! Unless There is a reason *o reference +he flle
9. Annual Rate of Accumulation df f Rerords 1 - ' o o
Letter- s‘|1ze' drawers ... _.; Legal- .lge drawers .. ... ____; Shelves e Other fspecify) -
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. _g_g_ency Headlbeisagnee (31gnat;:fél _ B __ Date

— S— e S S (. S

,_‘LESJ ggg | 10, Ouemonnalra __(Place an_ "X" in the _proper columan} T . o e
a. Is this the ofﬂc:al copy of the series?
XL _ 1 __lfnot wherg isit? e
y b, Does the series contain gonfident:al mformatlon requnrmg security handllng? If ves, cite Iaw or rregulatlorfl
| gg_j _C. Is thls a v1tal record? ) ﬁ T - ___M____, e ;__M__ e ] f-w _ _‘:ﬁ _ _“ﬂ
X_ L .__1__d. Does this serigs have historical or long term research value? L ; ' .
e. When one or two documents in the file make it necessary to keep the entire fule for 3 long perlod could these
.S R P documents be scheduled separately? e .
_,E@JJJn@m@mmmmmmmmmmwmﬂmmMMﬁ?ﬁu&m@uwv o S SR,
x| e e o b S GRS i%°9é“e§ﬁiea?‘e’§"‘“"’5d PEfSnnel Listing.
h Is there a duplication of thls series in your office, or in another office or agency? -
X | Mves.where? . _ _ e e e
| . 1 X __ | i lsthisseries for a maior portion of. .'r) reaufarlmmncmﬁlmed’ B P e
L X 4 |.1Q. Doesthe record series result in a computer printowt? .
1. Retentlon Requiremants f The foltowing requires the series to be kept
a. State Law e . years. d. Audit period — e mmee . Y @BIS, ]
b. Statute of limitation . . _. ... .years. _ _e. Administrative need - e a . YOBrS,
‘e, Federal law e . ___.years. f. Federal retention instructions -3 ____.__ _years,

Attach copy or excerpt of laws or regulations. Exglam administrative need, This schedule 1s on ly applicable Yo
those employees who have termlinated from the Georgia Ports Authority but who are considered

eligible for immediate rehire or rehire after a period of three years. Specifically, those
employees who voluntarily resign, terminate due to disability, death, -or retirement. Those
who voluntarily resign for purposes o+her than outlined in Pollcy # 6Q0—61 -3, or who are

ey e e e L e e e ey i o

(12 Am:mved D&spositlon lnstructlons This agencv recommends that the f;%e series be cut oﬁ at the'end of each:

[P G R T

Ok Calendar Year; O Fiscal year; O Other .. e . thEN,
& Hold in the current filesarea _._ - _month(s) U year(s}; then .. , . I
R Transfer to local holding area, hold -4 “..A_year(s) then : ) .
O Transfer to State Records Center: hold .. ... ._year({s); then S o I
B Destroy. - - o - : - . . '
{J Transfer to State Archwes for permanent retention., - - Lo :
{1 Other (Specify) ‘
i
These instructions apply to all prior and future accumulations of the series. ;

| /2 rfrr |

Recommendations in para- [ T T
graph 12 are approved. B State Audutor/Des:gnee

(If disapproved, attach fetter [
of explanation.} | Secretary of State/Designee

e ———— e ————
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7 ) Ll . - - S e - - a—— - E
Attornev General/Designee Kw f
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Schedule # 122: Termina+éd Empléyee Personnel File (Eligible for, Rehire)
i : P

1

[tem # 11 (continued) terminated for reasons other than those
outlined in Policy # 600-61-3 are eligible for rehire after three years. The
purpose for retaining these records for five years is we need to know those
employees terminated for reasons which would make them ineligible for rehire
until after three years. Also, we feel that should an employee believe he had

reason to fite suit, the probability of that occurring after five years is
limited.
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INSTRUCTIONS See Publication’ No. 76--PM-1 for mstructnons on completing this form Forward slgnéd orlgmal to
) Department of Archives and History, Records Management Division, 330 Capitot Aven;ue Atlanta, Georgia, 30334,
Attention: Scheduhng Sectlon : .

[ _FORAGENCYUSE |1 "Agenc}fédre{s“ T i | F FOR RECORDS MANAGEMENT USE |
" Apphcation Date ‘ E\gorgl atpoits ABthOl"'lty p o 1D Application Number
; . ministration Division, Personnel Dept.
|.__10-24-78 = Ipost Office Box 2406 /8-248
Application Number Savannah Georgia 31402 : Date Received Date Completed
! 30 : DEC 15 407
PCT 2 7 1978 [ L LA 1a78
' I, T — - T Tt T - T T =TT = T TR TR T T = e mem T, I T = - trTTT T - — o
2 Pafson to Contacf Workmg Tntle Telephone Number
John J. HﬁpwersiwgﬁmMA o ~__ Personnel Manager o 964 - 1721 283
?Acﬂon Requested ? v ' o i
a. ] Estabush Retention Schedule;record will continue to accumulate.
b. O Dispouss of present accumulation; no further accumulation anticipated.
¢ X Amend Application No. 1 Jlt;___ - Check One: ] Change; K] Supercede; O0 Void
I3, Datz; of Series 5. Records Series T|tle {fellowsd by title used in off:ce if different)
Eari.ea‘t Latest
1965 | Date Employee Personnel Files
6. anit-s'n;r;;;d EaceﬁFunctmn What is the fuhctloh of the Division and the Office in which this record series is created?

Responsible for the recruitment, training, job ana1ysis and classification, and formulation
and implementation of personnel programs and procedures.

5

b — - —_— — e —— e _— — e

7. Record Senes Deseriptlon Thls file contains the followmg documents (mclude farm numbers and m(es i any}
Attach samples of the file. .
Documents relating to: Records of employees of Georgia Ports Authority
included are: Application for employment, change in status, i.e. promotion, change

in classification, salary, etc., leave date forms, report of injury
forms and report of accident investigation, performance reports,

, change of address, group insurance information, communigation
concerning credit or garnishments, security questionnaires and

| . related correspondence.
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e

File is arranged: Alphabetically by employee name.

"8. Monthly Reference Rate ~ How often are records referred to which are: e e T o e
One to six months.old 31 _.....; Seven to tweive months old _EO,.__-.: Thirteen to twenty-four months old _._.8__ )
twent.yffive monthsandolder____ % _ .7 _

9. Annual Rate of Accumulation of Rerords nOt appTicable.” T Y T B
Letter-size drawers .. . ._; Leyal-size drawers e Shelves o Other (specify) — o e o
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‘ YESI No 1_0.@9_ug,s:tigggai_re jPIace an "X" in the proper column} S o* , . - j__'ig::-;:
a. Is this the official copy of the series? . '
X If not, where js it? — e, »
X b. Does the series contaln' conftdential mformatmn requmng security handlmg? If yes, cite Iaw or regulatuon
X | e isthisavitalrecord? o T L
) L)( d Does this series have historical or long t term research value? _ﬂ' S : -
e. When one or two documents in the file make it necessarv to keep the entire file for a long period, could these
_— X _ | ... documents be scheduied separatelv? ' : o —
T _Kf . _Is.the infermation contained in this series ever puhhshed?m If \LesLaﬁach copy, o - - .
X g. Is the information contained in this series ever analyzed and/or recorded ina summarized report?
[ 2 11 __If ves, attach copy,. _ ,\,, e e . — .
h. Is there a dupllcatlon of this series in your office, or in another offlce or agency?
_ _1X | itves.where2 In portion in_the Personnel Listing but not entirely. -
. Y_ 1 i._ls this series for @ maior.vortion of it) reqularly microfilmed? I _— S i
X _i._Does the record series result in a computer printout? . - S,
1. Retenuon Requirements f The following requires the series to be kept
a. State Law - ——— . .years. ' d, Audit period — e __Years,
b. Statute of limitation . __ . years. - © . Administrative need —— B ._.years,
e. Federal law —_———  .__.years. f. Federal retention instructions ... ___ _vears.
Attach copy or excerpt of laws or regulations. Explain administrative need.
B T — e s e et A it

12. Aporoved Disposition Instructlons Th:s agency recommends that the file series be cut off at the end of each:
O Calendar Year; O] Fiscal vear; @ Other e thien,
Withdraw from routine file upon termination, or for cause as retirement, place in inactive
X Hold in the current files area __._.____monthi(s) l_m vear(s):then filej cut off lnactl ve file at the
X Transfer to local holding area, hold _-:4“.-.-._-hyear(s); then end Of each calendar year,
O Transfer to State Records Center; hold — . _year(s); then
X Destroy.
O Transfer to State Archives for permanent retention.
O Other (Specify)

These instructions apply to all prior and future accumulations of the series.

Agenc} i-l_e;c?/“De's'lig‘;le: (.S‘fgnature) A ____Date Records Management Officer (Signature) ] Date 7
———M o toevrant @M%ﬂéﬁlﬂn Lt 0257 L
- : & a7 7 ,,
State Records Committee (Signature) Date }
Recommendations in para- . ‘; . ' T T T
graph 12 are approved. State Audutor/Desagnee W f /)y 7 (
(If disapproved, attach fetter |~ T i ———
of explanation.) Secretary of State/Designee a M  Le-r- 7{ i
Attorney General/Designee / /3 Q Y Q 17 Ry 24

AR—-50—71; Rev.76 o (FlaveruSlda) B __ -




